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STATINTL . 


STATINTL 


CENTRAL : INTELLI GENCE c66f/AGENCY 
V/ashing^on, D. C, 


ADMINISTRATIVE INSTRUCTION 

NUHBER 


SUBJECT: Personnel Relations Policies 


» A 4 ^ "Si 


20 Fobruary 1947 


7 cl0 


STATINTL 


EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 


1. GENERAL 

b* It is the policy of the Central Intelligence Group to 
develop and maintain good employee relations as an important- 
and necessary part of its personnel program# Tho Personnel 
Division, Personnel and Administrative Branch, is charged with * 
tho responsibility of promoting good relationships among tho 
operating officials and tho employees of CIG. .As a part- of 
management, the Personnel Division is vitally concornod with •. 
the development of constructive day . to day work rclationjhips 
to the end that such working conditions and relationships will; 
enhance moralo arid efficiency. 

b. CIG is required by law to apply the uniform efficiency 
rating system as the method of evaluating civilian employees 1 
performance ixi carrying out assigned tasks. Tho Director of 
Contral Intelligence is required by the Classification Act of 
1923, as‘ amended, to rate the off icioncy of each bmp^oyce who 
is subject to the rating system. Tho Dirootor has dologatod to 
tho Chiof, Personnel Division, the responsibility for admin- 
istering tho efficiency rating program in CIG, It is the diroot 
responsibility of every representative of management in CIG to 
apply the principles of the offioioncy rating sys tom, as an aid 
to good management, not once a year,, but throughout the entire 
year as provided for in Civil Sorvico Cornmissidh Regulations 
and in accordance. with futuro. directives to be issued by CIG. 

• £• • It is the responsibility of . tho Pcrsonnol Division to 
advise on grievance mattors, complaints and related problems, . 
and to assist in developing and assembling information neces- 
sary to equitably resolve any givon problem. ■ • 

<i. A specialized sorvico is available, to the omployc os of 
CIG in other fields such as housing, /financial matters, group 
hospitalization, income tax assistance, and other welfare • 
activities. 


RENUMBERED. PER CIA GENERAL ORDER 


•EFFECTIVE 30 JUNE 1947 CIG MEMORANDA WILL- REMAIN IN FORCE UNTIL CANCELLER 

. OR SUPERSEDED • .. /V 
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2. FUNCTIONS OF THE PERSONNEL RELATIONS SECTION , 

It is' the specific responsibility of the Personnel 
Relations Section of the Personnel Division to: — 

ji* Advise and assist management in tho formulation and 
application of policies designed to improve and maintain good 
working relationships • 

b# Encourage and promote the establishment and uso of 
definite means of -communication and channels of information 
between management and. other employe os • • 

j3# Establish efficiency rating policies in CIG within 
the framoY/ork of the uniform and compulsory efficiency rating 
system promulgated by the Civil Service Commission, and to 
insure that Efficiency Rating Committcos arc established and 
that they carry out their responsibilities in an. equitable 
manner. 

G/ Encourage administrative and supervisory officials in 
the development of performance and’ 11 job” requirements and to 
coordinate the efficiency rating program with all other per- 
sonnel activities. „ 

o^t Advise Efficiency Rating Committees regarding proper, 
procedures and regulations, and to administer appellant pro- 
cedures, both administrative and; statutory. 

f# . Render assistance to employees as needed, including' 
counselling, interim, and pre-exit or exit inter vicars. 

. Act in a staff and advisory capacity to management, and 

employees in the handling and disposition of grievances, com- 
plaints, and related problems • 

h# Aid management in developing and maintaining harmonious 
relationships with omployco groups arid organizations. 

^i* Conduct special studios on matters "of discipline; 
grievances, absenteeism, and other problems, and to recommend 
and ddvise on remedial programs or measures where noodod# 

Bo responsible for tho Group Hospitalization Program 
within CIG, and furnish advico- and assistance to sub^treasurers 
throughout tho agency# 


(m 
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3. FUTURE 

iho. above, statements constitute the general functions and 
'responsibilitios of the Personnel Halations Section, Personnel 
Division. Additional information concerning specific phases 
of the Program involving procedure, forms, and the relation 
of the Program to operating officials, management, and 
individual employees , will bo developed from time to time and 
will be made available to all employees of CIG. 

4. ASSISTANCE AND INFORMATION ' 

Requests for assistance or information regarding the policies 
or programs described heroin should bo directed* to the Chief 
.Personnel Relations Section, Personnel Division, in Hoom lie' 
North Building, or by tolophono on GIG Extension 2648, ' 


FOH THE DIHECTOR OP CENTRAL INTELLIGENCE: 


STATINTL 

ocecCT^^fo^Pcrsonne^^^^^^ 
and Administration 


Attachments - None 
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STATINTL 


. .CENTRAL, INTEJ^IGEflCE G^OUP 
V ; -Waehingt%,-' 

MEMORAmjL -’-Vi- r\V!e. .^7 STATINTL 

N V l ®. EK . /pjKenumbered Adm. Instruc. 9/26/47) 

SUBJECT::* Personnel' Relation^ Pblicies r / ' - 

EFFECTIV E UNTIL 30 JUNE 1947 UNLESS SOONER RBSPTwmim 
1 G1WERAI , 

a. It is the policy of the Central Intelligence Croup to 
develop arid maintain good employee relations ■. as an important 
and neceBsary ^art ’of its personnel program. The Personnel - 
Division-, Personnel and Administrative Branch, is - charged w-i.th 
the responsibility of promoting good relationships among the 
operating, officials' and .the employees of CIO. As a part of : 
management, the Personnel Division is vitally concemed'vith- 
the development of constructive day to day work relationships 
to the. end chat, such working conditions and -relationships will 
enhance morale and - efficiency. - ..." ... 

CIG ls required by law to apply the- uniform efficiency 
rating system as the method of evaluating civilian employees' 
performance in, carrying out assigned- tasks. The Director of 
Central Intelligence' is required by the Classification Act of 
/ 3i as amended, to rate the efficiency of each employee- who 
if to the rating system. The Director has delegated to 

the. Chief>. Personnel Division,-, the responsibility for admin- 
istering, the: efficiency rating- program in CIG; It .lei . the 'direct 
responsibility of every representative of management in CIG to 
apply ; the principles of the efficiency rating system, as an aid 
to good management., not once a year, but throughout the- entire 
year -as provided for in Civil Service . Commission Regulations 
and in accordance with future directives to be issued by CIG. 

. '.£• It:is. the.:responsibility of, the Persbnnel Division.: to 
advise on grievance matters, complaints and related problems, 
and to iassist in developing and assembling information neces- 
sary -to equitably, resolve any given problem. . 

filft t A!^^ Zed 8 ® rvi0 ® ,i s available to the employees of 
el ? S BUCh a8 housln 6« financial matters, group 
ihospitalUation.-Mncomd -tax assistance,'. and other welfare 
activities. ; • r-. ;\.= 
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: - 2 - 

2. FUNCTIONS OF THE PERSONNEL, RELATIONS SECTION 

It is the specific responsibility of the Personnel 
Relations Section of the Personnel Division to.: 

a. Advise and assist management in the formulation and 
application of policies designed to improve and maintain good 
working relationships* ‘ 

b* Encourage and promote the establishment and use of 
definite means of communication and channels of information 
between management and other employees. 

> ■ c. Establish efficiency rating policies in CIG within 
the framework of the uniform and compulsory efficiency rating 
system promulgated by the Civil Service Commission, and to 
insure that Efficiency Rating Committees are established and 
that they carry out their responsibilities in an equitable 
manner..,. - ' . .y * ’•* ■■ 

d. Encourage administrative and supervisory officials in 
the development of performance and ’’ Job" requirements and to 
coordinate the efficiency rating program with all other per- 
sonnel activities* 

e. Advise Efficienby Rating: Committees regarding proper 
procedures and regulations ; . and to administer appellant pro- 

j . cpdures, both administrative and statutory. 

| f. Render assistance to employees as needed, including 

| counselling, interim and pre-exit or exit interviews. 

! fi* Act in a staff and advisory capacity to management and 

j employees in the handling and disposition of grievances, com- 

| plaints, and related problems. 

h. Aid management in developing and maintaining harmonious 
relationships with employee groups and organizations. , 

I* Conduct special studies, on matters of discipline,, 
grievances, absenteeism, and other problems, and to recommend 
and advise on remedial programs or measures where needed* 

J. Be : responsible for the Group Hospitalization Program 
within CIG-, and furnish advice and assistance to sub -treasurers 
throughout the agency. 


(m 
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3 • future information 

The above statements constitute the general functions and 
responsibilities of the Personnel Relatione Section, Personnel 
Division. Additional information concerning specific phases 
of the Program involving procedure, forms, and the relation 
of the Program to operating officials, management, and 
individual employees, will be developed from time to time and 
will be made available to all employees of CIG* 

A* ASSISTANCE ARP INFORMATION 

Reoueats for assistance or information regarding the policies 
or programs described herein should oe directed to the Chief 
Personnel Relations Section, Personnel Division, in Room 118, 
Nor.h Builii::g, or by telephone on CIG Extension 2648. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE; 



and Administration 

Attachments - None 
Distribution - A 
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